Job description

	Job title: School Administrative Assistant – Level 1 
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	1 Job purpose: The post holder, under the direction / supervision / instruction of senior staff, will provide routine general clerical, administrative and financial support to the school.

The post holder will be expected to use the Council’s standard computer hardware and software packages where appropriate.

	

	2 Principal duties and responsibilities:

	1. Undertake routine financial administration e.g.
· Collection of monies from pupils and parents.

· Balancing etc of school monies and provision of statistical information.

· Processing of Petty Cash Account, including postage.

· Processing School Fund income as necessary.

2. Provide routine clerical support including word processing and other IT based tasks, photocopying, reprographics, filing, faxing, emailing and minute / note-taking.
3. Collation and maintenance of pupil details both manual and computerised.
4. Administration of pupils’ admission procedures.
5. Undertaking receptionist/switchboard duties as necessary.
6. Undertake routine work in connection with examinations.
7. Completion of staffing returns.

8. Process routine administration for school lettings.

9. Sorting and distribution of mail.

10.  Assist with pupil first aid / welfare duties, liaising with pupils / parents / staff. 

11. Assist with arrangements for visits by external agencies e.g. school nurse, photographer etc.

12. Check deliveries and arrange for orderly distribution and secure storage of supplies and equipment

13.  Undertake any other duties that may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.



	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	None 

	

	6 Post holder’s immediate supervisor: 

	

	Prepared by/author: NCC 

Date: 4 September 2013


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:
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	Experience
	General office or similar experience.
	
	
	
	
	

	Knowledge
	Knowledge of general office procedures, including:
· Filing

· Faxing

· Letter writing / word processing

· Basic record-keeping

· Reprographics

· Receiving deliveries
	
	
	
	
	

	Skills
	Ability to carry out both routine financial calculations e.g. adding up a balance sheet.

Accuracy

Record-keeping
Keyboard / computer skills.
Good literacy / numeracy skills.
Ability to relate to all sections of the community; both adults and children.  

Ability to work as part of a team.


	
	
	
	
	

	Work to promote mutual respect and good relations
	Awareness, understanding and commitment to the pursuit of equality of opportunity, anti-racism and in terms of service delivery and employment practice.

Awareness of the needs of schools in a multi-cultural environment.
Commitment to the school’s equal opportunity policies.
	
	
	
	
	

	Work Related Circumstances


	Be aware of and comply with policies and procedures relating to finance and financial regulations, child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

Be aware of and support difference and ensure equal opportunities for all.

Contribute to the overall ethos / work / aims of the school.

Appreciate and support the role of the other professionals.

Attend and participate in relevant meetings as appropriate.

Participate in training and other learning activities and performance development as required.

Be willing to undertake further training as necessary, in order to enhance service delivery.

Willingness to comply with the City Council’s no smoking policy.


	
	
	
	
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Single Status Team 

Date: April 2011

















